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Biitorial Assistant, GS-7 Two Positions:
1! xmiﬁnt:‘
Reviow and Publiications Branch 2. Vacanty

As Biltorisl Assistant, Review end Publications Branch, D/H, under the
supervision of the Reports Review Officers, assists in editing O/R® reports,
giving partieular attention to the mores technical espects of the writing
and editorial pracesses. Requires the sbility to gain a quick grasp of the
substance of reports in order to insurs wniformity and consistency of style
while editing for mechanics. Requirss aleo a good knowledge of Government
ziyle and printer's marke snd a working knowledge of printing procedures and
techniques and other methods of reproducing copy.

Edits copy for clarity end coherence and for grammar, syntax, punctua-
tion, =nd general mechanics in conformance with prescribed standards. Checks
eopy for proper spelling and accuracy of such Items as technical terms,
reforences, place names, and grapbics, inclnding charts, diagrams, and
statistical tgbles. Is able on own initiative to insure that proofing ias
agcurate and that finel copy 1s in erder for reproduction.

Susmarizes the substance of reports in brief form as required and maine
tains a card catslog of O/RR issuances, requiring not only a substentive
knovledpge of reports ot alsc the ability to crcss-reference and provide
sany and ready access %o reporits as nesded.

Acts as necessary as limison with other Divisions of O/RE and with other
componémnts of CIA, including the CIA library and printing, graphic, and
gartographic units.

Reemires a general educatiom, a sound knowledge of English, and an
sptitude for langusgss. Requires alsc Initlative, adaptability, and familierity
with the basic elements of research, including library and reference work.
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